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Figure 2.5.  Gift Acknowledgment Certificate 
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U.S. Department of the Interior 
NATIONAL PARK SERVICE 

 
 

Ownership Statement 
 

 
I/we, __________________________ (print name), do hereby represent, warrant, certify, and guarantee the 
following  information to be true and correct: 
 
1. I/we am the (check one) 
 
 ____ owner 
 
 ____ authorized agent for the owner 
 
 of the object described in the _______________________ (purchase document)  dated ___________. 
 
2. [For authorized agents only] I am fully authorized by the owner of the object to enter into this transaction 

and to execute the warranties and representations herein. 
 
3. The object is authentic and of the period indicated on the ________________________________ 

(purchase document). 
 
4. I acquired the object from _____________________________________________________________ 
 

___________________________________________________________________________________ 
 
5. If origin is not USA, the object was legally exported from its country of origin.  The object has been legally 

exported from and imported into all countries through which it has passed. 
 
6. No customs, tax, patrimony or other laws or regulations applicable to the object, its sale, export, or import 

have been broken. 
 
7. There are no liens or other encumbrances of any kind whatsoever against the object or title to them. 
 
8. I/we certify that I/we hold free and clear title to the object and I/we may dispose of it in any manner that 

I/we may determine. 
 
Signature: __________________________________________          Date:  _______________________ 
 
Signature: __________________________________________          Date:  _______________________ 
 
Address:   __________________________________________ 
 
               __________________________________________ 
 

   __________________________________________ 
 
 
 

Figure 2.6.  Ownership Statement (Sample) 
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U.S. Department of the Interior 

NATIONAL PARK SERVICE 
 

  
Transfer of Copyright Statement 

 
 
 
 
 

I/we, ______________________________________ (print name), do hereby represent, warrant, certify, and 
guarantee the following information to be true and correct. 
 
I/we certify that I/we hold free and clear right, title, and interest in the copyright in the material described in the  
__________________________________________ (name of document) dated __________________ and that 
I/we may dispose of it in any manner that I/we may determine. 
 
I/we transfer the copyright for the material to the National Park Service. 
 
 
Signature:  _______________________________________________  Date:  ______________________ 
 
 
Signature:  _______________________________________________  Date:  ______________________ 
 
 
Address: __________________________________ _____________ 
 
 
 ________________________________ _______________ 
 
 
 _______________________________ ________________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.7.  Transfer of Copyright Statement (Sample) 
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Figure 2.8a.  Exchange Agreement (Sample) 
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Figure 2.8b.  Exchange Agreement (Continued) (Sample) 
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Figure 2.9.  Transfer of Property (DI-104) 
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Figure 2.10.  Instructions for Completing and Sending the Incoming Loan Agreement 
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Figure 2.11a.  Incoming Loan Agreement (Form 10-98 Rev.) 
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Figure 2.11b.  Incoming Loan Agreement (Continued) (Form 10-98 Rev.) 
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Figure 2.12.  Conditions for Incoming Loans (Form 10-98a Rev.) 
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 Identify objects to acquire on loan 
    
 Review and recommendation of loan by park 

curator or collections advisory committee 

 

   

 

 
  Approved 
 

Review by Superintendent 
 

Not approved 

     
Send letter of 

request to lender 
 File information in relevant 

correspondence file 
      
Make insurance and 

packing and shipping arrangements 
with lender 

 
 

  

     
Assign an accession number, and 

enter the loan in ANCS+ 
    

     
Complete Incoming Loan Agreement 

and attach conditions 
    

      
Superintendent and lender sign the 
Incoming Loan Agreement and the 

lender's loan agreement, if applicable 

    

      
Unpack and inspect the objects.  

Document condition.  Acknowledge 
receipt of the objects. 

    

      
Record the loan in the accession book.  

Complete an Accession Receiving 
Report, and create an accession folder 

    

      
Tag objects with NPS accession 
numbers.  Monitor objects on a 

regular basis. 

    

      
Catalog objects on loan for over a 

year 
    

      
Arrange loan extension or return     
      
Lender signs and returns a copy of the 
Incoming Loan Agreement on return 

of loan 

    

      
Note the return of the loan in the 

accession book and ANCS+ and on 
the Accession Receiving Report and 

the catalog records 

    

 
 

Figure 2.13.  Flow Chart for Incoming Loans
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Figure 2.14.  List of Objects (Form 10-417) 
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State Old Loan Law Citations 
 

Note:  This list may be incomplete.  Several additional states are considering passing old loan legislation.  
If this doesn't include your state, consult your state laws for recent legislation on old loans. 
 

 
Alabama St. § 41-6-72 (applies only to the state Department of Archives and History) 

Arizona Rev. Stat. Ann. § 44-351 et seq. 

California Civ. Code § 1899 

Colorado Rev. Stat. § 38-13-101 et seq. 

Florida Stat. Ann. § 265.565 et seq. 

Indiana Code Ann. § 32-9-10-1 et seq. 

Iowa Code Ann. § 305B 

Kansas Stat. Ann. § 58-4001 et seq. 

Kentucky Rev. Stat. Ann. § 171.830 et seq. 

Louisiana Rev. Stat. Ann. § 25:345 (applies only to state museums) 

Maine Rev. Stat. Ann., tit. 27, § 601 et seq. 

Michigan Comp. Laws Ann. § 399.611 et seq. 

Mississippi Code Ann. § 39-19-1 et seq. 

Missouri Stat. Ann. § 184.102 et seq. 

Montana Code Ann. § 22-3-501 et seq. 

Nevada Rev. Stat. Ann. § 381.009 (applies to specified museums and historical societies)  

New Hampshire Rev. Stat. Ann. § 201:E-1 et seq. 

New Mexico Stat. Ann. § 18-10-1 et seq. 

North Carolina Gen. Stat. § 121-7(c) 

North Dakota Cent. Code § 47-07-14 (applies only to state museums) 

Oregon Rev. Stat. § 358.415 et seq. 

South Carolina Code Ann. § 27-45-10 et seq. 

South Dakota Cod. Laws § 43-41C-1 et seq. 

Tennessee Code Ann. § 66-29-201 et et seq. 

Texas Property Code Ann. § 80.001 et seq. 

Washington Rev. Code Ann. § 63.26.010 et seq. 

Wisconsin Stat. Ann. § 171.30 et seq. 

Wyoming Stat. § 34.-23-101 et. seq. 

 
 

Figure 2.15.  State Old Loan Law Citations
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Figure 2.16.  Accession Book (Form 10-256) (Sample)
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Refer to Figure 2.13 for a  
Flow chart on incoming loans. 
 
 Identify objects for accession 
    
   
 Review and recommendation of accession 

by park curator or collections advisory 
committee 

 

  
 

 

 

 
   Approved 
 

Review by Superintendent 
 

Not approved  

      
 Superintendent and the 

other party sign the 
appropriate transfer of 

ownership document (for 
example, deed of gift, 
exchange agreement)  

    
File information in 

relevant 
correspondence 

file 

  

               
 Receive Objects ←  Start here for field collections   

        

Unpack and inspect objects     
      

Assign an accession 
number, and enter the 
accession in ANCS+ 

    

          
 Complete the Accession 

Receiving Report 
    

        
 Make an entry in the 

accession book 
    

         

Create an accession folder, 
and file in the accession file 

    

          
 Tag objects with accession 

number, and store until 
cataloged 

    

 
 
 
 
 

Figure 2.17.  Flow Chart for Accessioning 
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Figure 2.18.  Accession Folder Cover Sheet (Form 10-255) 
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Figure 2.19.  Source of Accession Card (Sample) 
 


